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1.0 Introduction 
Welcome to the Procedure Guide for the VA EIMS File Management Module. This module is part of the 
Administrative service and allows authorized users to perform the following activities: 
 

 View data file transmission status 
 View data file errors for correction and re-transmissions 
 View file results for creation of new testing identifiers 
 View file results from student matches 
 Resolve student match errors during the match and merge process 
 Approve files for loading into the data warehouse 

 
The Procedure Guide uses a hands-on approach. That is, it provides a step-by-step process for completing 
distinct tasks within VA EIMS File Management. Each of these tasks is identified in the Table of Contents. 

About this Guide 
Scope 
The VA EIMS File Management module has two basic components: (1) a file administration component for 
management of file transmissions and (2) a student resolution component for viewing and resolving student 
records that could not be matched or determined as new student records.  
 
 

Access to Administrative Functions 
Access to the various administrative functions described in this guide is based on the authorizations that are 
assigned to you.  

 
 
 
 
 
 

 

Exercise 1 – Viewing File Transmission Results 

A.  Log in to EIMS 
The Virginia EIMS home page is the gateway through which all features and functions of EIMS are 
accessed. To access the Virginia EIMS home page, follow these steps: 
1. Go to http://www.reporting-solutions.com to access the Reporting Solutions web site.  

2. Click on the Reporting Services link in the navigation bar of the Reporting solutions main page to 
display the VA EIMS Home page. 

 

3. Click on the Virginia image on the United States map to launch the Virginia State page.  

4. Click the Log In button (Figure 1).  

►Not all users will be authorized to perform all of the administrative functions 
described in this guide. If you are not authorized to perform a particular administrative 
function, an on-screen message will appear when you attempt to access a task, and you 
will not be able to complete that task.  If you feel you should have access, please contact 
your Division Project Manager. 



Figure 1 – Reporting Services Home Page 
 

 
 
5. Enter your user name and password and click the Login button (Figure 2).  

 

Figure 2 – Reporting Solutions Sign-on Page 

 
 
6. Click on the Executive button (Figure 3).  
 
 

 
 
 
 

Click directly on the 
Log In button to 
launch the Single 
Signon page 



Figure 3 – Virginia EIMS Home Page 

 
 
7. If you are not authorized to access Administrative services, the following page is displayed after you 

click on the Executive button to access the File Management Module (Figure 4).   If you feel you reached 
this screen in error and should have authority, please contact your VA EIMS Division project manager.  

Figure 4 – Executive Error Message 
 

 
 
 
8. If you are authorized to access the Administrative Module, the following screen is displayed.  Click on 

the File Management link to access the File Management Module (Figure 5).  
 
 
 
 
 
 
 
 
 



Figure 5 – Accessing File Management 

 
 
 

B.  Review File Transmission Status 
If you are unable to access the File Management, you will need to review the status of files once you have 
transmitted your data.  The types of files that you will be able to monitor include student and test assessment 
data. 
 

1. You can access File Management from the left navigation bar by clicking on the File Management link. 
(Figure 6). 

 
Figure 6 – File Management 
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2. From File Management, review your files based on the file-name which identifies each division’s files 
that were transmitted.   

3. Review the File Status column for actions.   

4. If the File Status says “Completed Successfully,” then the file has been approved and loaded 
successfully in to the Data Warehouse.   

5. If the File Status says “In Progress,” the file is being processed and is not available to access. 

Warning – if the file is “In Progress,” status for longer than normal, please contact the Help Desk for 
possible processing errors. 

6. If the File Status says “Rejected,” the Division rejected the file and no processing was performed. 

7. If the File Status says “Approved,” the file is in the process of being loaded into the Data Warehouse. 

8. If the File Status says “File Errors,” click on the file name link to review the error details. (Figure 7). 

 



Figure 7 – File Details 

 
 

8-a. The purpose of this screen is to enable you to see the errors prior to rejecting the file. 

8-b. A message window will be displayed for you to OK the rejection of the file.  Click on OK to 
reject the file, and then click on OK to confirm the rejection. 

8-c. You should make corrections on the Division’s SIS and then extract, rename and resubmit a 
new file for processing. 

8-d. Repeat this process until the file status no longer shows “File Error.” 

 

C.  Resolving “Needs Resolution” Status 
The status of “Needs Resolution” will be displayed when a file has been successfully loaded but has student 
records that could not be matched or could not be determined as a new student record. 
 

1. Click on the file name link for the file that is in “Needs Resolution” status. The Student Resolution 
Screen will be displayed with the student record(s) that need to be resolved. (Figure 8) 

2. Click on the Resolve File button to begin the resolution process (Figure 8). 
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Total number of records in the file with 
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Total number of errors -  1 record 
could have multiple errors 



Figure 8 – Students Needing Resolution Screen 

 
 

3. To resolve each student, click the student name link to review the closest matches for that student record. 
(Figure 9) 

After clicking on this button to resolve a 
file, the user will only see the students 
needing to be resolved based on their 
security role.  



Figure 9 – Students to be Resolved Screen 

 

 



Figure 10 – Potential Student Matches Screen 

 

The imported student record that you selected from the previous screen is displayed under “Students to be 
resolved” and displayed under the column heading of “Imported Student”. To view all possible matches for 
the imported student record, view the list under the page heading of “Possible Matches.”  The list of possible 
matches may be one or many records depending on the match results within the warehouse.  Depending on 
the number of possible student matches, the screen may display a “Next” button allowing you to display the 
next set of possible matched student records for viewing or selection (Figure 10). 

4. Click on a student record under “Possible Matches” to display the student’s demographic information 
under the “Possible Match” column. 

5. Compare the imported student record demographic information with the selected possible matched 
student demographics. 

6. If the “Imported Student” record and the “Possible Matched” student record are determined to be a 
matched student, click the Accept Student button.  A confirmation message window appears to allow you 
to confirm the acceptance of the matched student record. 

7. If the “Imported Student” record and the “Possible Matched” student record are determined NOT to be a 
matched student, repeat steps 3 & 4 until a decision is made to either click the New Student button which 
will create a new testing identifier for this student record, or perform further investigation to determine 
the correct action needing to be taken.   



D.  Resolving “Needs Resolution Over Limit” Status 
The status of “Needs Resolution Over Limit” will be displayed when a file has over 500 student match 
results.  The number of 500 is determined by Virginia as a maximum limit to warn the user of potential 
problems with the imported record.  You can decide to proceed with the resolution process or to reject the 
file and review the student records for possible modifications due to missing information that is needed for 
the matching of student records.  
 

1. Select the file with a status of “Needs Resolution Over Limit.” 

2. A confirmation window is displayed for you to click OK or Cancel the process. 

3. If you choose to Cancel the process, you must click on Reject to reject the file in order to review possible 
problems with the student records, make corrective changes, and then resubmit the file to repeat the file 
transmission process. 

4. If you choose OK within the confirmation window, you will follow the process within section B. 

E.  Resolving “Waiting Approval” Status 
The status of “Waiting Approval” will be displayed when a file has been successfully resolved of performing 
the student match and merge process. This status allows you to approve the file to be loaded into the Data 
Warehouse for use with the Reporting functionality. 
 
 
 
 
 
 
 

5. Click on the Approve button. 

6. Click on OK within the confirmation window to confirm approval of the file. 

9.0 Getting Help 
For technical support and guidance on how to complete these procedures, please contact the PEM VA EIMS 
Customer Service Center via phone (toll-free) at 1-888-269-5242 or via email at 
reportingsolutions@pearson.com. 
 
 

►You cannot view data in reporting until you have approved the file.  You must 
complete this process in order to finish loading student and test records. 


